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PURPOSE

The purpose of this Policy Guide is to issue instructions to staff for the initiative to
increase the number of relatives that are licensed as foster family homes and to
increase the number of children in relative care to achieve permanency.

PRIMARY USERS

The primary users of this Policy Guide are DCFS and purchase of service (POS)
agency child welfare workers and licensing staff and DCFS child welfare and
family development staff.

BACKGROUND

On July 3, 2001, the Administration for Children and Families of the U.S.
Department of Health and Human Services released a policy announcement
clarifying that states may no longer claim federal Title IV-E funds for the
administrative costs associated with serving children in unlicensed relative care
placements. This means a potential loss in the federal match for the cost of
providing case management services to children placed with relatives who have
not been licensed.

To minimize any loss of federal funds, the Department is implementing an
initiative to increase the number of relatives who become licensed foster parents
and to increase the number of children in relative care who achieve
permanency. The initiative will be implemented in the Department and purchase
of service agencies.



DEFINITIONS

For purposes of this process, an “unlicensed relative” is a related caregiver who
does not hold a valid foster home license or permit at the time the child is
placed. It also includes licensed foster homes with related children in placement
where the licensees become unlicensed because they surrender their license, or
fail to submit a renewal application, or fail to complete the licensing process and
the pending renewal application expires. The related caregiver may have had
prior licensing history, but does not currently hold a valid license or permit.

“Clean-up group” means relative caregiver homes that are not licensed at the
time that the Home of Relative Licensing and Permanency Initiative begins.

“On-going group” means relative caregiver homes that accept their first
placement - - or the placement is data entered - - after November 1, 2001. This
group also includes licensed foster homes with related children in placement
where the licensees become unlicensed because they surrender their license, or
fail to submit a renewal application, or fail to complete the licensing process and
the pending renewal application expires.

“Licensing worker” means a POS licensing representative or a DCFS family
development specialist.

"Complete application for foster family home license” means a completed written
application form; written authorization by the applicant and all adult members of
the applicant's household to conduct a criminal background investigation;
medical evidence in the form of a medical report, on forms prescribed by the
Department, that the applicant and all members of the household are free from
communicable diseases or physical and mental conditions that affect their ability
to provide care for the child or children; the names and addresses of at least 3
persons not related to the applicant who can attest to the applicant's moral
character; and fingerprints submitted by the applicant and all adult members of
the applicant's household. [225 ILCS 10/4]

“HMR Coordinator” means the Home of Relative Coordinator in the Central Office
of Licensing. This individual is responsible for tracking assignments, resolving
problems, and reporting progress to the Director and others.

PROGRAM IMPLEMENTATION

Each DCFS region and POS agency shall appoint a Home of Relative (HMR)
Liaison to facilitate quick and consistent communication between the agency or
region and the DCFS Central Office of Licensing (CooL). The CooL will appoint
a staff person to serve as the HMR Coordinator.



A.

Clean-up Group Process

1.

Clean-up Group Lists

The CooL HMR Coordinator shall forward to each region or POS
agency contact person a list of the relative caregiver homes in the
Clean-up Group by November 15, 2001.

A copy of each POS agency’s list will also be sent to the
appropriate DCFS Agency Performance Teams (APT).

Assign Home to Licensing Worker

Within 3 business days of receiving the final Clean-Up Group list
from the HMR Coordinator, the DCFS region or POS agency shall
assign a licensing worker to the home.

Make Appointment for Home Visit

Within 5 business days of being assigned to the home, the
licensing worker shall contact the related caregivers (by telephone
whenever possible) and make an appointment for a home visit to
discuss the benefits of getting licensed, explain the licensing
process, and answer any questions the relative might have.

If the licensing worker is unable to contact the related caregivers
by telephone, the licensing representative shall send a letter via
certified mail to the related caregivers and maintain a copy of the
letter.

The initial home visit shall occur no later than 10 business days
after the licensing worker has contacted the caregivers to make
the appointment, unless the related caregivers cannot meet
sooner. If the visit does not occur within 10 days, the licensing
worker shall document, in writing, the reason for the delay in the
initial home visit.

Make Initial Home Visit
a. Discussion/Explanation

During the initial home visit, the licensing worker shall

discuss/explain the following:

e the caregivers’ role in becoming a permanency
resource for the child(ren);

¢ the benefits of getting licensed (including the difference
in payment);



e permanency options other than reunification that may
become appropriate for the children (e.g., adoption and
guardianship);

e licensing requirements, including space, background
checks, health examinations, training; and

e the licensing process and timeframes, including what
constitutes a “complete” application.

The licensing worker shall use the CFS 578-5,
Comparison: Standard of Need vs. Foster Care Board
Rate, to complete the CFS 578-3, Payment Comparison
Worksheet to show the caregivers how much more money
the caregivers would receive per month if they became
licensed.

Determine Caregivers’ Interest in Licensure

The licensing worker shall help the caregivers make an
informed decision about their interest/intention to go
forward with the licensing process and shall help the
caregivers complete and sign a CFS 578-1, Confirmation
of Interest form.

If the licensing worker determines through the discussion
and/or the initial walk through the home that the
caregivers will not be able to meet licensing standards, the
licensing worker should do the following:

e make every attempt to help the caregivers understand
that they should check the “not interested in licensure”
box on the CFS 578-1;

e explain that the Department does not provide any
financial assistance to the caregivers to cover any
costs that might be associated with changes to the
caregivers, home that would be required to meet one
or more licensing standards;

e (give the caregivers a license application packet and
help them through the licensing process if they insist
on submitting an application for licensure; and

¢ help the caregivers to understand that they may still be
suitable candidates to adopt or take guardianship of
the child(ren) even though they may not be able to
meet licensing requirements.

If caregivers check that they are interested in getting
licensed, the licensing worker shall do the following:



e ensure that the caregivers record the name and SSN of
each caregiver on the CFS 578-1; and

e (give the caregivers a license application packet and
explain the forms.

Send Completed CFS 578-1, Confirmation of Interest Form, to
HMR Coordinator

Within 1 business day of making the initial home visit, the
licensing worker shall fax the completed CFS 578-1 to the HMR
Coordinator at 217/782-6446. The licensing worker shall keep a
copy of the completed CFS 578-1 in the file.

Record Information on HR-01 Screen

Upon receipt of a completed CFS 578-1, the HMR Coordinator
shall record the following information on the HR-01 screen:

¢ the date the form is received

e the caregivers’ decision (Yes or No)

Assist Caregivers Who Indicate Interest in Pursuing
Licensure

For every home where the caregivers indicated an interest in
pursuing licensure on the CFS 578-1, the licensing worker shall
take all steps necessary to ensure that the caregivers and/or
household members do the following:

e et fingerprinted; if necessary;
get registered for - - and attend - - the earliest possible classes
of the 6-hour Pre-Licensure Pride training (or a POS agency’s
equivalent that has been approved by the Department); and

e submit a “complete” application (as defined in Rule 402 and
Section IV of this Policy Guide).

The licensing worker shall have weekly contact (by telephone
and/or in-person) with the caregivers until the caregivers have
submitted a “complete” application. If at any point in the process a
caregiver decides to not continue the process, the licensing
worker must have the caregiver complete a new CFS 578-1 and
fax it within one business day to the HMR Coordinator at 217/782-
6446. A copy of the new CFS 578-1 shall be placed in the
caregiver’s licensing file.

The licensing worker shall document all contacts with caregivers,
including dates, in the licensing record.



8. Register “Complete” Application in DCFS Data System

a.

DCFS Applications

Upon determining that an application packet is “complete”,
the DCFS licensing worker shall ensure that the “complete”
application is registered/data entered. The application
shall not be registered in the data system until the
application is “complete” as defined in Section IV of this
Policy Guide and in Rule 402.

The licensing supervisor shall ensure that the application is
data entered such that the effective date of the “complete”
application is the date the application was date-stamped
into the licensing office.

The licensing supervisor shall ensure that the following

documents are sent to CooL immediately:

e a completed CFS 506-F, Family Home Information
form; and

e a completed/signed CFS 718, Authorization for
Background Check for every applicant and household
member age 13 and over (except the related children
in placement).

POS Agency Applications

Upon determining that the application packet is “complete”,
the POS agency licensing worker shall forward the
“complete” application packet to CoolL for data entry.

CoolL data entry staff shall register the application in the
data system. The effective date of the complete application
is the date the application is date-stamped into CoolL.

9. Complete the Licensing Process

a.

General

After the “complete” application has been received,
reviewed, and registered in the data system, the licensing
worker shall have at least semi-monthly (twice per month)
telephone or in-person contact with the applicants to
provide appropriate and necessary technical assistance
and consultation and to ensure that the licensing process
is completed. A recommendation to “issue license” or
“deny license” (or “withdraw application” if appropriately



10.

documented as noted in #10, below) shall be submitted to
the Central Office of Licensing.

The licensing worker shall document all contacts and
activities, including dates, in the licensing record.

b. Indicate Placement Eligibility on ILS

Effective November 1, 2001, the foster home licensing
worker making a recommendation to “issue license” must
write one of the following statements on Page 2 of the ILS
(next to the recommendation):

. Full training completed

. 6-hour Pre-Licensure training completed

If the licensing worker writes “Full training completed”,
CoolL will put the RU (for Related & Unrelated children) on
the LC-02 screen

If the licensing worker indicates “6-hour Pre-Licensure
training completed’, CooL will put the RO (for Related only
children) marker on the LC-02 screen in the “License
Description Field”

If the licensing worker fails to write either statement on the
ILS, CooL will put the RO marker in the data system (and
the home will be approved for related only placements
(even if the licensees actually completed the full Foster
PRIDE training and the 6-hours of Educational Advocacy
training).

After receiving a license based on the 6-hours of Pre-
Licensure training, the home will remain coded as RO until
CoolL receives an ILS on which the licensing worker has
written the following statement: “Full training completed.”
Upon receiving an ILS with that statement, CoolL will
change the RO on the LC-02 screen to RU.

Applicants Request Withdrawal of Application

If the applicants request that their application for licensure be
withdrawn at any point in the licensing process prior to the
licensing worker submitting a recommendation (to “issue license”
or “deny license”) to Cool, the licensing worker shall do the
following:

o document the request date;
¢ document the name of the applicant making the request;



11.

e document the reason the applicant has requested that the
application be withdrawn; and

e submit an ILS to CooL to “AW” (withdraw) the application with
required documentation.

When such action occurs, CooL will data enter the withdrawal and
the reason and that information will appear on the HR-01 screen.

The Office of Information Systems (OIS) will place the home on
the next HMR Permanency Follow-up Report (see Section D).

Other Possible Dispositions of HMR Homes

A home will be removed from the HMR Licensing Follow-up
Report when a “complete” application for licensure is submitted
and data entered; however, the home’s progress in getting
licensed will be tracked via the monthly Foster Care Caseload
Reports that are sent out by CooL each month to DCFS foster
home licensing workers and POS agencies until one of the
following occurs:

. CoolL finds an absolute bar to licensure/residence on an
applicant or household member during the background
check process and denies the application - - (the “license
description code” on the LC-02 screen will show DB for
“Denied/Bar”); or

. The licensing worker submits a recommendation to CooL
to deny the application for any of the following reasons:
" applicants cannot meet licensing standards
(“license description code” on LC-02 screen will
show DS for “Denied/Standards”);

" applicants have failed to cooperate in or complete
the licensing process (“license description code” on
LC-02 screen will show DC for
“Denied/Cooperation); or

" applicants or household members have non-bar

criminal and/or CANTS history that renders the
home unsuitable for licensure (“license description
code” on LC-02 screen will show DH for
“Denied/History”).

In these cases, CooL staff will enter the appropriate code on the
LC-02 screen. The appropriate status code and date will then
populate the HR-01 screen.



The Office of Information Systems (OIS) will place the home on
the next HMR Permanency Follow-up Report (see Section D).

B. Process for New Cases

1.

Placing Worker Gives Caregivers an Application Packet

The worker who places a child in an unlicensed relative’s home
shall give to the caregiver a standardized placement packet that
contains the following items:

e Cover letter from Director McDonald :
o CFS 458, Relative Caregiver Placement Agreement;
o CFS 454, Placement Safety Checklist; and

e Brochure: What You Need to Know About Being a
Relative Caregiver.

Caseworker In-Person Visit

When a child is placed with a relative caregiver who has no prior
foster home licensing history and no other children placed in the
home, the child’s caseworker shall make an in-person visit to the
caregiver's home within 5 business days of the Department
receiving temporary custody of the child.

The purpose of the visit includes the following:
a. Assess the Child’s Adjustment

The caseworker should assess the adjustment of the child
and caregiver to the child’s placement, including but not
limited to determining whether the child or caregiver is
experiencing any problems that require the caseworker's
attention and response.

()  Talk with Child

The caseworker shall talk with the child (if age and
developmentally appropriate) about how he/she is
feeling about living with the caregiver and how the
child feels about not living with his/her parents. At a
minimum the caseworker shall ask and talk about
all the questions for the child listed in the “Child



Adjustment” section of the CFS 578-2, New
Relative Placement Practice Guide.

(i) Talk with Caregiver about the Child’s and the
Family’s Adjustment

The caseworker shall also talk with the caregiver
about how she/he and other family members are
adjusting to having the child placed with her/him
and how the child is adjusting to the placement.

At a minimum, the caseworker should discuss with
the caregiver all of the questions regarding the
child’s adjustment listed on the CFS 578-2.

Regarding the caregiver’s adjustment to the child’s
placement, the caseworker should discuss with the
caregiver, at a minimum, all of the questions listed
in the “Caregiver’'s Adjustment to Child” section of
the CFS 578-2.

Discuss Department’s Overall Possible Outcomes for
the Child

The caseworker shall explain and discuss with the
caregiver the outcomes that might occur for a child
depending on the progress of the child’s parents in
resolving the issues that caused the child to be unsafe at
home.

At a minimum, the caseworker should discuss with the
caregiver all of the questions regarding possible
permanency outcomes listed on the CFS 578-2.

Discuss (Preliminarily) Benefits of Becoming Licensed
Foster Parent

The caseworker shall discuss with the caregiver the
amount per month the caregiver will receive for caring for
the child as an unlicensed relative that is given on the CFS
578-5 , Comparison: Standard of Need vs. Foster Care
Board Rate.

The caseworker shall also explain to the caregiver that
she/he might want to consider becoming licensed as a
foster parent because the Department's payment to a
licensed foster parent for caring for a child is substantially
higher than the payment to a relative caregiver who is not
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a licensed foster parent. The caseworker shall complete
with the caregiver the CFS 578-3, Payment Comparison
Worksheet, to illustrate the payment differential.

Additionally, the caseworker shall give the caregiver a copy
of the brochure What You Need to Know About Being a
Relative Caregiver and inform the caregiver that a foster
home licensing worker will contact the caregiver to
schedule an appointment to further discuss foster home
licensing requirements.

The caseworker shall document the discussion on the CFS
578-2.

In-home Visits

The caseworker shall continue to make an in-person visit
to the caregiver's home at least 2 times per month until it is
determined that the caregiver does not want to pursue
licensure as a foster home or it is determined by DCFS
that the caregiver may not be licensed.

3. Home Appears on HMR Licensing Follow-up Report

a.

Send Report to Contact Person

Each month the HMR Coordinator shall send each DCFS

region and POS agency an HMR Licensing Follow-up

Report that is a cumulative list of unlicensed relative-

caregivers who are still candidates for licensure because

the caregivers:

¢ have not yet indicated that they are not interested in
getting licensed via a CFS 578-1 ;or

¢ have indicated on a CFS 578-1 that they are interested
in pursuing licensure but a “complete” application for
licensure has not yet been data entered in the licensing
system

The HMR Coordinator shall send a copy of each POS
agency'’s report to the appropriate APT unit.

Assign Licensing Worker

Within 3 business days of receiving the monthly HMR
Licensing Follow-up Report from the HMR Coordinator, the
DCFS region or POS agency shall assign a licensing
worker to any relative home to which a licensing worker
has not been assigned.
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Make Appointment for Home Visit

Within 5 business days of being assigned to the home, the
licensing worker shall contact the related caregiver — by
telephone whenever possible — and make an appointment
for a home visit to discuss the benefits of getting licensed,
explain the licensing process and answer any questions
the relative caregiver may have. If the licensing worker is
unable to contact the related caregiver by telephone the
licensing representative shall send a letter to the caregiver
and maintain a copy of the letter.

The initial home visit shall be conducted no later than 10
business days after the licensing worker has contacted the
caregiver to make an appointment unless the caregiver
cannot meet within that time frame. The licensing worker
shall document the reason for the delay in writing.

4, Make Initial Home Visit

a.

Discussion/Explanation

During the initial home visit, the licensing worker shall

discuss/explain the following:

e caregivers’ role in becoming a permanency resource
for the child(ren);

e benefits of getting licensed (including the difference in
payment as outlined on the CFS 578-5, Comparison:
Standard of need vs. Foster Care Board Rate chart);

e other permanency options that may be appropriate
(e.g., adoption and guardianship)

e licensing requirements, including space, background
checks, training, etc.; and

e licensing process and timeframes, including what
constitutes a “complete” application.

Determine Caregivers’ Interest in Licensure

The licensing worker shall help the caregivers make a
decision about their interest/intention to go forward with the
licensing process and shall help the caregivers to complete
and sign a CFS 578-1, Confirmation of Interest form
(attached).
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If the licensing worker determines through the discussion
and/or the initial walk-through the home that the
caregivers will not be able to meet licensing standards, the
licensing worker should do the following:

e make every attempt to help the caregivers understand
that they should check the “not interested in licensure”
box on the CFS 578-1,;

e explain that the Department does not provide any
financial assistance to the caregiver to cover any costs
that might be associated with changes to the
caregiver’s home that would be required to meet one or
more licensing standards;

e (give the caregivers a license application packet and
help them through the licensing process if they insist
on submitting an application for licensure, anyway; and

e help the caregivers understand that they may still be
suitable candidates to adopt or take guardianship of
the child(ren) even though they may not be able to
meet licensing standards.

If caregivers check that they are interested in getting

licensed, the licensing worker shall do the following:

e ensure that the caregivers record the name and SSN of
each caregiver on the CFS 578-1; and

e (give the caregivers a license application packet and
explain the forms.

Send Completed CFS 578-1, Confirmation of Interest
Form, to HMR Coordinator

Within 1 business day of making the initial home visit, the
licensing worker shall fax the completed CFS 578-1 to the
HMR Coordinator at 217/782-6446. The licensing worker
shall keep a copy of the completed CFS 578-1.

Assist Caregiver in Pre-Application and Application Activities

For every home where the caregivers checked “Yes” on the CFS
578-1, the licensing worker shall take all steps necessary to
ensure that the caregivers and/or household members do the
following:

get fingerprinted; if necessary;

register for - - and attend - - the earliest possible classes of
the 6-hour Pre-Licensure Pride training (or POS agency’s
approved equivalent).; and
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e submit a “complete” application (as defined in Section IV of
this Policy Guide).

The licensing worker shall have weekly contact (by telephone
and/or in-person) with the caregivers until the caregivers have
submitted a “complete” application. If at any point in the process a
caregiver decides to not continue the process, the licensing
worker must have the caregiver complete a CFS 578-1 and faxed
within one business day to the HMR Coordinator at 217/782-6446.
A copy is also to be placed in the caregiver’s licensing file.

The licensing worker shall document all efforts and contacts,
including dates, in the licensing record.

Register “Complete” Application in DCFS Data System
a. DCFS Applications

Upon determining that an application packet is “complete”,
the DCFS licensing worker shall ensure that the “complete”
application is registered/data entered. The application
shall not be registered in the data system until the
application is “complete” .

The licensing supervisor shall ensure that the application is
data entered and that the effective date of the “complete”
application is the date the application is date-stamped into
the licensing office.

The licensing supervisor shall ensure that the following

documents are sent to CooL immediately:

e completed CFS 506-F, Family Home Information,
form; and

e completed/signed “Authorization for Background
Check” form (CFS 718) for every applicant and
household member age 13 and over.

b. POS Agency Applications
Upon determining that the application packet is “complete”,

the POS agency licensing worker shall forward the
“complete” application packet to CoolL for data entry.
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CoolL data entry staff shall register the application in the
data system so that the effective date of the complete
application is the date the application was date-stamped
into CoolL.

7. Complete the Licensing Process

a.

General

After the “complete” application has been received,
reviewed, and registered in the data system, the licensing
worker shall have semi-monthly (twice per month)
telephone or in-person contact with the applicants to
provide appropriate and necessary technical assistance
and consultation and to ensure that the licensing process
is completed. A recommendation to “issue license” or
“deny license” (or “withdraw application” if appropriately
documented) shall be submitted to the Central Office of
Licensing within 75 days of the “complete” application
effective date.

The licensing worker shall document all contacts and
activities, including dates, in the licensing record.

Indicate Placement Eligibility on ILS

Effective November 1, 2001, the foster home licensing
worker making a recommendation to “issue license” must
write one of the following statements on Page 2 of the ILS
(next to the recommendation):

. Full training completed

. 6-hour Pre-Licensure training completed

If the licensing worker writes “Full training completed”,
CoolL will put the RU (for Related & Unrelated children) on
the LC-02 screen

If the licensing worker indicates “6-hour Pre-Licensure
training completed’, CooL will put the RO (for Related only
children) marker on the LC-02 screen in the “License
Description Field”

If the licensing worker fails to write either statement on the
ILS, CooL will put the RO marker in the data system (and
the home will be approved for related only placements
(even if the licensees actually completed the full Foster
PRIDE training and the 6-hours of Educational Advocacy
training).
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After receiving a license based on the 6-hours of Pre-
Licensure training, the home will remain coded as RO unitil
CoolL receives an ILS on which the licensing worker has
written the following statement: “Full training completed.”
Upon receiving an ILS with that statement, CooL will
change the RO on the LC-02 screen to RU.

Applicants Request Withdrawal of Application

If the applicants request that their application for licensure be
withdrawn at any point in the licensing process prior to the
licensing worker having sent a recommendation (to “issue license”
or “deny license”) to CoolL, the licensing worker shall do the
following:

. document the request date;

. document the name of the applicant making the request;

. document the reason the applicant has requested that the
application be withdrawn; and

. submit an ILS to CoolL to “AW” (withdraw) the application.

When such action occurs, CooL will data enter the withdrawal and
the reason and that information will appear on the HR-01 screen.

OIS will place the home on the next “HMR Permanency Follow-up
Report (see Section D).

Possible Dispositions of HMR Homes

A home will be removed from the HMR tracking lists when a
“complete” application for licensure is submitted and data entered;
however, the home’s progress in getting licensed will be tracked
via the monthly “Caseload Report” sent to each DCFS licensing
worker and POS agency until one of the following occurs:

. CoolL finds an absolute bar to licensure/residence on an
applicant or household member during the background
check process - - (the “license description code” on the LC-
02 screen will show DB);

o The licensing worker submits a recommendation to CooL
to deny the application for any of the following reasons:
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" applicants cannot meet licensing standards
(“license description code” on LC-02 screen will
show DS);

" applicants have failed to cooperate in or complete
the licensing process (“license description code” on
LC-02 screen will show DC); or

" applicants or household members have non-bar
criminal and/or CANTS history that renders the
home unsuitable for licensure (“license description
code” on LC-02 screen will show DH).

In these cases, CooL staff will enter the appropriate code on the
LC-02 screen. The appropriate status code and date will then
populate the the HR-01 screen.

OIS will place the home on the next “Permanency Review List”
(see Section D).

Transfer Licensing Responsibility for HMR Homes

Once licensing responsibility for a related caregiver home is assigned to a
DCFS region or POS agency, the licensing responsibility for that home
shall remain with the originally assigned DCFS region or POS agency
unless transfer of that responsibility occurs as described below.

(Note: For information on how the initial assignment of licensing
responsibility is determined, see Appendix A.)

1. Prior to Initial Visit by Licensing Worker and/or Submittal of
CFS 578-1, Confirmation of Interest

If the region or agency with assigned licensing responsibility
believes that all of its children have moved out of the home or that
supervisory responsibility for the related children has been
transferred to another agency/DCFS team, and the licensing
worker has not yet made the initial home visit and/or submitted a
completed CFS 578-1 to the HMR Coordinator, the assigned
licensing worker shall maintain responsibility for:

e conducting the initial visit; and

e submitting the CFS 578-1 to the HMR Coordinator.

a. Caregivers Indicate Not Interested in Licensure

If, during the initial visit, the caregivers indicate on the CFS
578-1 that they are not interested in getting licensed, the
licensing worker shall fax the completed CFS 578-1 to the
HMR Coordinator.
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The HMR Coordinator shall record the following
information on the HR-01 screen:

e (date the completed CFS 578-1 was received,;

e caregivers’ decision (N = Not Interested).

Caregivers Indicate They Are Interested in Licensure

If, during the initial visit, the caregivers indicate on the CFS
578-1 that they are interested in getting licensed, the
licensing worker shall fax the following forms to the HMR
Coordinator:
e completed CFS 578-1; and
e completed CFS 578-4, Request to Transfer
Licensing Responsibility.
e The HMR Coordinator shall record the following
information on the HR-01 screen:
¢ date the completed CFS 578-1 was received; and
e caregivers’ decision (Y = Interested).

The HMR Coordinator shall check the data system to
determine if all of the assigned region’s or agency’'s
children have been moved/transferred from the home.

0] Transfer Request Denied

@) Data System Does Not Confirm
Movement/Transfer of Region’s or
Agency’s Children

The HMR Coordinator shall immediately
record the following on the CFS 578-4:

o the data system does not confirm that
all of the children have been
moved/transferred; and

o the transfer request is being denied.

The HMR Coordinator shall fax the CFS
578-4 form back to the licensing worker.
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(i)

(b) Data System Confirms All Children Have
Been Moved or Transferred from Home

The HMR Coordinator shall immediately

record the following on the CFS 578-4:

¢ the data system shows that there are no
children remaining in the home;

o the request to transfer licensing
responsibility is denied because the
caregivers have indicated an interest in
getting licensed and there is no other
agency/region  which  should be
assigned responsibility for continuing
the licensing process with the
caregivers; and

o the currently assigned licensing worker
must continue the licensing process with
the caregivers.

The HMR Coordinator shall fax the CFS
578-4 form to the licensing worker.

Transfer Request Granted

If the data system confirms that all of the
region’s/agency’s children have been moved or
transferred from the home - - - and that there are
children from another region or agency remaining in
the home - - - the HMR Coordinator shall do the
following:

o complete the required data entry on the HR-01
screen to transfer licensing responsibility;

o determine the region or agency that will be
given responsibility for continuing the licensing
work with the caregivers and enter that
information on the HR-01 screen;

e send written notification to the contact person
for the originally assigned region/agency that
informs the contact person of the following:

o the transfer request has been
granted and the region/agency is no
longer responsible for carrying out
the licensing activities for the home;
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o the identity of the new licensing
entity (region/agency); and

0 the contact person must ensure that
the licensing worker who made the
home visit sends a letter to the
caregivers informing them that a
different region/agency will be taking
over licensing responsibility and
identifying the new region/agency.

e send to the contact person for the newly
assigned region/fagency a copy of the
completed CFS 578-1 and a memorandum that
informs the contact person that:

o0 licensing responsibility for the home
has now been assigned to the
region/agency and the home will
appear on the region’s/agency’s next
monthly HMR Licensing Follow-up
Report; and

0 the contact person must ensure that
the home is assigned to a licensing
worker immediately and that the
assigned licensing worker contacts
the caregivers within 10 business
days to introduce him/herself as the
new licensing worker and continue
the licensing process with the
caregivers.

After Submittal of the CFS 578-1 and Caregivers Are
Interested in Getting Licensed

If the region or agency with assigned licensing responsibility
believes that all of its children have moved out of the home or that
supervision has transferred to another agency/DCFS team and
the licensing worker has already submitted the CFS 578-1 to the
HMR Coordinator, and the caregivers indicated on the CFS 578-1
that they were interested in getting licensed, the following steps
shall apply:

. The licensing worker shall fax a completed CFS 578-4,
Request to Transfer Licensing Responsibility, to the
HMR Coordinator.
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The HMR Coordinator shall check the data system to
determine if all of the assigned region’s or agency’'s
children have been moved/transferred.

Transfer Request Denied

The HMR Coordinator shall deny the request to transfer
licensing responsibility for the home in the following
situations:

(1) Data System Does Not Confirm
Movement/Transfer of Region’s or Agency’'s
Children

The HMR Coordinator shall immediately note on
the CFS 578-4 that the transfer request is being
denied because the data system does not confirm
that all of the region’s or agency’s children have
been moved/transferred from the home, and fax the
form back to the licensing worker.

(i) Data System Confirms No Children Remain in
the Home

If the data system confirms that there are no
children remaining in the home, the HMR
Coordinator shall immediately note on the CFS
578-4 that the transfer request is being denied and
the region or agency must maintain licensing
responsibility and continue the licensing process
with the caregivers because the caregivers have
indicated an interest in getting licensed. The HMR
Coordinator shall fax the CFS 578-4 back to the
licensing worker.

Transfer Request Granted

If the data system confirms that all of the region’s/agency’s
children have been moved or transferred from the home - -
- and that there are children from another region or agency
remaining in the home - - - the HMR Coordinator shall do
the following:

e complete the required data entry on the HR-01 screen
to transfer licensing responsibility;
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e determine

the region or agency that will be given

responsibility for continuing the licensing work with the

caregivers
screen;

and enter that information on the HR-01

e send written notification to the contact person for the
originally assigned region/agency that informs the
contact person of the following:

the transfer request has been granted and
the region/agency is no longer responsible
for carrying out the licensing activities for
the home;

the identity of the new licensing entity
(region/agency); and

the contact person must ensure that the
licensing worker who made the home visit
sends a letter to the caregivers informing
them that a different region/agency will be
taking over licensing responsibility and
identifying the new region/agency.

e send to the contact person for the newly assigned
region/agency a copy of the completed CFS 578-1 and
a memorandum that informs the contact person that:
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licensing responsibility for the home has
now been assigned to the region/agency
and the home will appear on the
region’'s/agency’s next monthly HMR
Licensing Follow-up Report; and

the contact person must ensure that the
home is assigned to a licensing worker
immediately and that the assigned licensing
worker contacts the caregivers within 10
business days to introduce him/herself as
the new licensing worker and continue the
licensing process with the caregivers.



D.

HMR Permanency Follow-up Report

1.

General

Each month DCFS regions and POS agencies will receive an
HMR Permanency Follow-up Report. The report will list children
who are being cared for by a related caregiver who has indicated
“No” on the CFS 578-1, Confirmation of Interest, or who the
Department has determined may not be licensed as a foster
home. The report will include, but not be limited to the following
information: the child’s name and ID number; the name and ID
number of the caseworker assigned to the child’s case; and the
name and location address of the unlicensed relative caregiver.

A child’s name will appear on the HMR Permanency Follow-up
Report twice: the first monthly report after the caregiver indicates
on the CFS 578-1 that she/he is not interested in pursuing
licensure or the Department determines the caregiver may not be
licensed; and one additional monthly report after the monthly
report on which a child’s name first appears.

Caseworker Follow-Up

It is not the Department’s intent to remove children from the
care of an unlicensed relative caregiver. Conversely, it is
important to assess a child's safety and movement toward
permanency.

Therefore, within 10 business days of receiving the HMR
Permanency Follow-up Report on which the home first appears,
the casework supervisor shall convene a family meeting. The
purpose of the meeting is twofold:

. to assess the safety and well-being of the child(ren); and
o to assess progress toward achievement of permanency for
the child(ren).

The outcome of the staffing could include the following:

. Child/Children Are Safe & Progress Toward Permanency
Is Satisfactory -- No change in the placement of the
child(ren) required.

° Child/Children Are Safe but Progress Toward Permanency

Is Not Satisfactory -- Caseworker and supervisor shall
discuss options or alternatives for achieving permanency,
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including but not Ilimited to finding an alternative
permanency placement for the child(ren).

° Child(ren) Are Not Safe & Progress Toward Permanency Is
Not Satisfactory -- Caseworker and supervisor shall take
any and all action necessary to ensure the safety of the
child(ren), including but not limited to establishing a safety
plan and/or removing the child(ren) from the caregiver's
home.

E. Licensed Relative Caregivers Become Unlicensed

1.

Licensees Surrender License

If CooL receives an ILS to “close/surrender” a foster home license,
and there are still related children in the home, and the licensing
worker has not documented the reason for the surrender, CoolL
shall return the ILS to the licensing worker to document the reason
for the surrender. CooL will not process any requests to
“close/surrender” a license with related children in the home until
the reason for the surrender has been documented by the
licensing worker.

CoolL shall data enter the reason code on the LC-02 screen in the
“License Description” field. It will populate to the HR-01 screen.

The name of any related child who is still placed with the caregiver
will appear on the next monthly HMR Permanency Follow-up
Report and the supervisor of the caseworker assigned to the
child’s case will convene a child and family meeting as described
In Section V. D. of this Policy Guide.

Licensees Fail to Submit a License Renewal Application

Every month, CooL shall check the monthly renewal report for the
prior month to determine which foster home licensees failed to
submit an application to renew the foster home license. CooL shall
check the data system for each home to determine if there are still
related children in placement.

If there are still related children in placement, CooL shall notify the
licensing worker that he/she must do the following within 30 days:

e meet with the former licensees to ascertain the reason they
did not submit an application for license renewal;

24



¢ have them complete a CFS 578-6, Rationale for Not
Submitting a License Renewal Application; and

e fax the completed CFS 578-6 to the HMR Coordinator at
217/782-6446.

CoolL shall data enter the reason code on the LC-02 screen in the
“License Description” field. It will populate to the HR-01 screen.

The name of any related child who is still placed with the caregiver
will appear on the next monthly HMR Permanency Follow-up
Report and the supervisor of the caseworker assigned to the
child’s case will convene a child and family meeting as described
In Section V. D. of this Policy Guide.

Licensees’ Renewal Application Expires

Every month, CooL shall check the monthly report for the prior
month to determine which foster homes have become unlicensed
because the pending Renewal Application expired. CooL shall
check the data system for each home to determine if there are still
related children in placement.

If there are still related children in placement, CooL shall notify the
licensing worker that he/she must do the following within 30 days:
¢ meet with the former licensees to ascertain the reason the
pending renewal application expired;
e jointly complete a CFS 578-7, Reason for Expired
Renewal Application; and
o fax the completed CFS 578-7 to the HMR Coordinator at
217/782-6446.

CoolL shall data enter the reason code on the LC-02 screen in the
“License Description” field. It will populate to the HR-01 screen.

The name of any related child who is still placed with the caregiver
will appear on the next monthly HMR Permanency Follow-up
Report and the supervisor of the caseworker assigned to the
child’s case will convene a child and family meeting as described
In Section V. D. of this Policy Guide.
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VI.

VII.

VIII.

ATTACHMENTS
Attached to this Policy Guide are:

Appendix A, Initial Assignment of Lead Licensing Responsibility
Appendix B, Frequently Asked Questions and Answers

CFS 578-1, Confirmation of Interest*

CFS 578-2, New Relative Placement Practice Guide

CFS 578-3, Payment Comparison Worksheet*

CFS 578-4, Request to Transfer Licensing Responsibility

CFS 578-5, Comparison: Standard of Need vs. Foster Care Board
Rate

CFS 578-6, Rationale for Not Submitting a License Renewal
Application

CFS 568-7, Reason for Expired Renewal Application

These forms can be ordered in the usual manner. *These forms are also
available in Spanish.

QUESTIONS

Questions regarding this Policy Guide should be directed to the HMR
Coordinator at 217/785-2688.

FILING INSTRUCTIONS

This Policy Guide should be filed in Rules 301, Placement and Visitation, after
page 12.
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POLICY GUIDE 2001.16
APPENDIX A

INITIAL ASSIGNMENT OF LEAD LICENSING RESPONSIBILITY
Unlicensed relative caregivers were initially assigned to a DCFS region or a POS agency
for the purpose of lead responsibility for licensing work based on the following approach:

e Current living arrangement type and type service code for children placed with
caregiver;

¢ Verification that the caregiver resides in lllinois (ie. Out-of-state caregivers were
excluded);

o Verification that the caregiver has no current licensing history (licensed,
application pending or a pending renewal)

e Verification of which agency is getting paid for case management for the children
placed in the home (i.e. who is associated for payment purposes with the
provider ID number of the caregiver serving the child(ren) as recorded in the
Department’s provider database If the “pay to” data element on the MARS PR 02
screen was blank, it was presumed that the caregiver was supervised by DCFS.

If only one agency is being paid, the home was assigned for the purpose of lead
licensing responsibility to that agency.

If multiple agencies were involved in serving children placed with the caregiver, then the
assignment of the home was determined by application of the following criteria:

e Past licensing history;
e Agency with the most children placed in the home;

¢ If case management of children in the home was equally split between involved
agencies, the Agency serving the oldest child;

¢ If children in the home are the same age, the agency serving the child who has
been in placement the longest.

The LAN in which the caregiver's home is located was then determined by the
Department using the caregiver’'s mailing address:

¢ DCFS homes were assigned to the appropriate region and Licensing Team.

o POS Homes were assigned to the appropriate POS agency.

P.G. 2001.16 — Appendix A (1)



Each DCFS region and POS agency was asked to complete any necessary data clean-
up of preliminary lists by no later than September 26, 2001. The cleanup included:

o Correcting as necessary caregiver (i.e. provider) information such as mailing or
location address; and/or

e Correcting information concerning case management assignment of any child
who is listed on the reports as being placed with the caregiver.

This data clean-up was essential because the Department produced in early October
and distributed to all POS agencies and DCFS regions a “final” list of what will be
referred to as the “clean-up” group of caregiver's’/homes. On all future unlicensed
caregiver reports produced for DCFS and POS agencies, the “clean-up” group of
caregivers will be identifiable by the date on which the caregiver first appeared on the
report.

The list produced in early November 2001 will be the baseline for monitoring and

measuring the performance of DCFS regions and POS agencies in successfully getting
relative caregivers licensed as foster parents.
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POLICY GUIDE 2001.16
APPENDIX B

HOME OF RELATIVE LICENSING AND PERMANENCY INITIATIVE
FREQUENTLY ASKED QUESTIONS AND ANSWERS

This document provides answers to frequently asked questions related to the Department Home
of Relative Licensing and Permanency Initiative begun in State Fiscal Year 2002.

1.

What procedures should an agency (DCFS or POS) follow if they think a relative
caregiver has two different provider numbers?

A caregiver may have multiple provider ID numbers. A provider ID nhumber may or may
not have a child associated with that number that an agency (POS or DCFS) is
supervising. For licensing purposes, the agency should use an ID number associated
with one of the children for whom they are providing case management services.

Will the Department provide any financial assistance to relative caregivers to
cover or offset any costs a caregiver might incur to meet foster home licensing
standards?

The Department does not make any financial assistance available to cover or offset any
costs a caregiver might incur to meet foster home licensing standards as described in
DCFS Rule 402, Foster Family Home Licensing Standards.

Does the Department plan to make available more Spanish sessions of training
required for licensure?

Yes. The Department provides training in Spanish whenever needed. A class can be
scheduled whenever seven (7) or more participants are identified. Further, individual
training can be scheduled to accommodate unusual circumstances. Agencies are
advised to continue to use the current procedure: work with the local community college
approved to provide Foster/Pride training by notifying them of the need for classes in
Spanish. Please notify the Division of Training and Development Services by calling
217-785-5689.

Must licensing staff contact an unlicensed relative caregiver who is caring for only
one child and the child is age 18 or older?

Yes. The caregiver must be contacted and must be given the opportunity to decide
whether or not they want to pursue licensure as a foster home. The caregiver’'s decision
must be recorded on the “Confirmation of Interest in Foster Home Licensure” form and
faxed to the Central Office of Licensing.

Some POS agencies have been approved by the Department to provide their own
foster parent training rather than using the “Foster/Adopt Pride” training
curriculum. What procedures should the POS agencies follow-up to revise their
curriculum and obtain the Department’s approval?

Agencies will need to revise their current curriculum to accommodate the new changes
in foster care provider training. These changes include:

. Pre-licensure foster care provider training must be the same for related
and unrelated caregivers;
o Pre-licensure training must be limited to no more than six hours and must

include the Foster Parent Handbook;
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° Following licensure, both related and unrelated caregivers must
participate in six hours of mandatory Education Advocacy;

o Additional pre-placement training is recommended for all. Each agency
may design pre-placement training and/or additional support training
covering required elements contained in Foster/Pride. Pre-placement or
additional support training would be voluntary for the related caregiver.
Unrelated caregivers would be required to attend the program designed
and approved by the agency prior to accepting an unrelated child for
placement;

o Related and unrelated caregivers are required to comply with continuing
education requirements for renewal

In accordance with Rule 402, each agency is required to submit its revised
training program for approval by the Department. Programs may be sent to the
Division of Training and Development. The review is based on current best
practice roles, responsibilities and requirements for all caregivers. The approval
process will be expedited to accommodate current requirements.

Does DCFS intend to reduce the amount of administrative payment to POS
agencies for children placed with unlicensed relatives?

No reduction in the administrative payment rate to POS agencies for children placed with
unlicensed relatives is contemplated at this time. However, this decision may change in
the future depending on an agency’s performance/compliance with established
procedures governing licensing work with unlicensed relative caregivers.

Before the 1995 HMR reform effort, some current unlicensed relative caregivers
completed 6hours of training that was required for the caregiver be approved as
meeting licensing standards. Will these caregivers be required to complete the
new 6 hours of pre-licensure training?

Yes, the caregivers will be required to complete the new 6 hours of licensure training if
they choose to pursue licensure as a foster family home and serve related children.
They will also have to complete 6 hours of training on educational advocacy within 12
months of becoming licensed.

If the licensed caregiver decides subsequently that she/he wants to also care for
unrelated children, the caregiver will need to complete an additional 21 hours of training
before being able to accept an unrelated child for care.

Does the Department plan to send a letter to all unlicensed relative caregivers to
inform them of the Department’s initiative?

Yes. The Department plans to send a letter to all unlicensed caregivers. The letter will be
in English and Spanish. DCFS Regions and POS agencies will be notified when the
letter is mailed and also will be provided a copy of the letter.

How frequently will caseworkers be expected to make an in-person visit to the
home of an unlicensed caregiver?

The caseworker who has case management responsibility for a child who is placed with
an unlicensed caregiver will be expected to make an in-home visit to the caregiver’'s
home at least twice a month until it is determined that the caregiver does not want to
become licensed or that the caregiver cannot be licensed.
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10.

11.

12.

13.

14.

15.

16.

17.

Will DCFS modify the actual foster home license to indicate on it whether a foster
parent may care for related children only or for both related and unrelated
children?

The Department has no plans to modify the actual foster home license. However, the
Central Office of Licensing will maintain such information and provide it the Department’s
Placement Clearance Desk (PCD).

PCD staff will use the information as part of the process by which it approves or
disapproves a child’'s placement.

Will any changes be made to the Individual License Summary (ILS) due to this
initiative?

No changes to the ILS are contemplated

Will the changes being made regarding the number of hours of training required
before licensure or the number of hours required before being able to care for an
unrelated child have any impact on the training requirements for a person who is
adopting an unrelated child for whom DCFS has no legal responsibility?

No

What do | do if a child is on my report for whom we are no longer providing case
management services?

Call the appropriate regional 906 Hotline/business office or Cook County Case
Assignment Placement Unit (312-808-5160) to verify the placement changes have
occurred and the child is NO longer your responsibility.

What do | do if a home is on my report and all of the children have moved to a
different foster home?

Call the appropriate regional 906Hotline/ business office or the Cook County Case
Assignment and Placement Unit (312-808-5160) to verify the move to the new
placement has occurred.

What do | do if a home is on my report and | think it is licensed or has an
application pending in process?

Call the HMR Coordinator in the Central Office of Licensing at 217-785-2688 to confirm
the licensing status of the caregiver.

What do | do if a home is on my report and | don’t know the caregiver or any of the
children?

Call the Central Office Client Payment Unit at 217-525-0499, Option 2 for resolution.
What do | do if we have children on different provider ID numbers on the report?

Nothing should be done. This does not create any problem(s).
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18.

19.

20.

21.

22.

23.

24,

What if the name of the caregiver on the report is incorrect or is spelled wrong?

Call the Central Office Client Payment Unit in Springfield at 217-525-0499, Option 2.
They will correct the spelling and may request that the caregiver complete, sign, and
submit a new “Request for Taxpayer Identification and Certification (W-9 form).

What if the address of the caregiver is incorrect?

Call your regional 906 business office or Case Assignment and Placement Unit (Cook
County) to have the location address changed. They will need to know if the new
address is where they want their mail to be sent.

What is the advantage of my adopting or becoming a guardian of my teenage
relatives?

If the child is adopted or guardianship is finalized by June 30, 2002 and the child is at
least 14 years old but not yet 18 at finalization, upon emancipation from adoption or
guardianship the Department will pay the child $500 per month for 6 months for a total of
$3,000 to begin their independence.

If the relative child has not been in foster care for two years, how can | obtain
guardianship?

The guardianship rules have recently changed. The child has to be in DCFS custody for
a year and in your care for a year to qualify for subsidized guardianship.

What if a caregiver is on my list with 2 different social security numbers or the
social security number is not correct?

Validate which social security number is correct and call The Central Office Client
Payment Unit at 217-525-0499 option 2 for the correction. CPU will correct the data
system and will mail a “Request for Taxpayer Identification and Certification (W-9 form)
to the caregiver for completion and submittal back to the Department.

Will a relative who gets licensed as a foster home be able to care for a related
child who has been determined by Level of Care procedures to require a
specialized care and receive a higher payment for providing care to the child?

Yes, provided that the child's eligibility for specialized care has been determined
according to the Department’s Level of Care approval procedures as contained in Policy
Guide 2001.03.

Does a related caregiver have to do anything more than get 6 hours of training to
qualify for a license?

Yes! The relative caregiver will have to meet all of the requirements for foster home

licensure, i.e., comply with the standards in Rule 402, Licensing Standards for Foster
Family Homes.
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CFS 578-1
10/01

State of lllinois
DEPARTMENT OF CHILDREN AND FAMILY SERVICES

CONFIRMATION OF INTEREST IN FOSTER HOME LICENSURE

Caregiver:
Caregiver:
Address:
(City) (Zip Code)
Licensing representative met with me/us on this date

and explained the benefits of getting licensed, to me/us and to the children in my/our care, including the
increase in payment from the Standard of Need rate to the Full Foster Care Board Rate. The licensing
representative also explained the requirements for getting licensed and all of the steps I/we would have to
take in order to get a license.

After giving it careful thought, I/we have decided the following:

O | am/we are interested in getting licensed and intend to apply for a foster home
license.

O | am/we are interested in getting licensed and intend to apply for a foster home license. l/we
would also like to learn more about other permanency options, including adoption and
guardianship

O | am/we are not interested in getting licensed and will not apply for a foster home
license for the following reasons(s):

I/we do not want to go to training
I/we do not think we can meet licensing standards

Other (please specify)

(Caregiver Signature) (Date) (SSN)
(Caregiver Signature) (Date) (SSN)

Submitted by:
(Licensing Worker Signature) (Date)

Directions to Licensing Worker: Fax completed form to HMR Coordinator at 217/782-6446.



CFS 578-2

10/01
State of lllinois
DEPARTMENT OF CHILDREN AND FAMILY SERVICES
NEW RELATIVE PLACEMENT PRACTICE GUIDE
Child’s Name: Child’s Case ID Number:
Child’'s Birth Date: Child's Age:

Caregiver's Name:

Caregiver’'s Address:

Date of In-home Visit with Caregiver and Child:

Instructions

When a child is placed with a new relative caregiver who has not previously cared for related children
and who has no prior foster home licensing history with DCFS or a POS agency, the caseworker shall
make an in-person visit to the caregiver's home within one week of the date on which the Department
received temporary custody of the child.

The purpose of the visit includes:
> Assessing the adjustment of the child and the caregiver to the child’s placement, including but not
limited to determining whether the child or the caregiver is experiencing any problems that require

the caseworker’s attention and response;

> Discussing with the caregiver the Department’s overall goals of safety, permanency and well-
being and the possible outcomes for the child; and

> Discussing in a preliminary way the benefits to the caregiver and the child of the caregiver
becoming licensed as foster parent.

ASSESSING ADJUSTMENT OF CHILD AND CAREGIVERS TO CHILD'S PLACEMENT

Child’s Adjustment

The caseworker shall talk with the child (if age and developmentally appropriate) about how she/he is
feeling about living with the caregiver and, conversely, how the child is feeling about not living with
her/his parents. In doing so, the caseworker needs to assure the child that she/he will be able to have
contact with her/his parents and should inform the child of what the plans are for parent-child and, if
applicable sibling visits.

The caseworker shall document by writing her/his initials in the space provided that the caseworker talk
with the child about each of the following topics at a minimum. If any topic is not applicable based on the
child’s age or developmental status, enter “N/A”.

Initials
How is the child feeling generally (e.g. happy, sad, scared, safe, etc.)?

How is the child eating?



How is the child sleeping?

Has the child been sick?

Does the child have adequate clothing;?

Does the child have with them any favorite toys, stuffed animals, etc.?
Is the child attending pre-school, day care or regular school?

Has the child had any contact with her/his parents or siblings and, if so, how did the contact make
the child feel?

Has the child had contact with any other significant person (e.g grandparents, et al)? If so, how
did the contact make the child feel?

The caseworker should also talk with the caregiver about how she/he and other family members are
adjusting to having the child placed with her/him and how the child is adjusting to the placement.

Regarding the child’s adjustment, the caseworker should discuss with the caregiver the following topics
at a minimum. The caseworker shall document by writing her/his initials in the space provided that the
caseworker talked with the caregiver about each of the following topics at a minimum. If any topic is not
applicable based on the child’'s age or developmental status, enter “N/A”.

Initials

How is the child feeling generally (e.g. happy, sad, scared, safe, etc.)?

How is the child eating?

How is the child sleeping;?

Has the child been sick? If so, what action did the caregiver take?

Does the child have adequate clothing?

Does the child have with them any favorite toys, stuffed animals, etc.?

Is the child attending pre-school, day care or regular school?

Has the child had any contact with her/his parents or siblings and, if so, how did the contact make
the child feel?

Has the child had contact with any other significant person (e.g. grandparents, et al)? If so, how
did the contact make the child feel?

Does the child need anything that has not as yet been provided?



Careqiver’'s Adjustment to Child

Regarding the caregiver’s adjustment to the child’s placement, the caseworker should discuss with the
caregiver the following topics at a minimum. The caseworker shall document by writing her/his initials in
the space provided that the caseworker talked with the caregiver about each of the following topics at a
minimum. If any topic is not applicable based on the child’s age or developmental status, enter “N/A”:

Initials

How has the child’s placement impacted the caregiver and the caregiver’s family (i.e. how has the
child’s placement affected the day-to functioning of the family)? How are other family members
impacted by and/or adjusting to the child’s placement?

Has the caregiver experienced any problems in caring for the child? If so, what are the problems
being experienced and does the caregiver need any assistance from the caseworker to solve one
or more of the problems?

Are there any specific services and supports the caregiver thinks the child or caregiver needs in
order to ensure the stability of the placement?

Discussing with the Caregiver Possible Outcomes for the Child

The caseworker should explain and discuss with the caregiver the outcomes that might occur for a child
depending on the progress of the child’s parents in resolving the issues that caused the child to be
unsafe at home.

The caseworker should at a minimum provide the caregiver the following information. The caseworker
shall document by writing her/his initials in the space provided that the caseworker talk with the caregiver
about each of the following topics at a minimum.

Initials

The overall goals for the child are safety, permanency and well-being, with permanency being
achieved in 1 to 2 years at the maximum

The preferred goal is having the child reunified with her/his parents if it can be safely
accomplished;

If the child is not returned home before 1 year, the caseworker must recommend to the court what
the permanency goal for the child should be. If the child’s parents are making good progress, it's
likely that the caseworker will recommend a permanency goal of return home.

If the parents are not making good progress, it's possible that the caseworker will recommend
another permanency goal such as adoption or that guardianship be given to someone other than
the Department.

If and when it's determined that the child cannot return home, the caregiver will be asked if
she/he is willing to consider adopting the child or becoming the child’s guardian, depending on
what permanency goal is chosen for the child. The caseworker should inform the caregiver that if
caregiver adopts the child or becomes the child’s guardian the caregiver would be eligible for a
monthly subsidy payment in an amount equal to the applicable foster care board payment based
on the child’s age and needs.



The caseworker will talk further with the caregiver about the permanency plan for the child during
all future in-person visits with the caregiver and all family meetings, which will involve the child’s
parents, the caregiver, other persons significant to the child or her/his family, and the caseworker.

DISCUSSING THE BENEFITS OF BECOMING LICENSED

The caseworker shall also discuss preliminarily with the caregiver each of the following topics related to
the caregiver possibly pursuing licensure as a foster home. The caseworker shall document the
discussion that the caseworker talked with the caregiver about each of the following topics at a minimum
by writing her/his initials in the space provided.

Initials

The amount per month the caregiver will receive for caring for the child as an unlicensed relative
caregiver is not the same as the amount the caregiver would receive as a licensed foster parent.
The caseworker should use the CFS 578-5, Comparison: Standard of Need vs. Foster Care
Board Rate, to inform the caregiver of the monthly payment the caregiver will receive as an
unlicensed caregiver.

The caseworker will also explain to the caregiver that she/he might want to consider becoming
licensed as a foster parent as the Department’s payment to a licensed foster parent for caring for
a child is substantially higher than the payment to a relative caregiver who is not a licensed foster
parent. The caseworker will complete with the caregiver the CFS 578-3, Payment Comparison
Worksheet, to illustrate the payment differential.

The caseworker should inform the caregiver that a foster home licensing staff person will be

contacting the caregiver to schedule an appointment to further discuss foster home licensing
requirements and whether the caregiver is able and willing to pursue licensure as a foster parent.

CASEWORKER INFORMATION

| hereby attest that | completed all work documented on this form.

Caseworker Name: Caseworker ID;

Caseworker's Signature: Date:

SUPERVISORY REVIEW

Supervisor Name: Supervisor ID:

Supervisor Signature: Date:

Note: This form should be filed in the child’s case record following supervisory review.
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DEPARTMENT OF CHILDREN AND FAMILY SERVICES
HMR Licensing and Permanency Initiative

PAYMENT COMPARISON WORKSHEET

Number of Related Children and Ages:

Age of
Child SON Rate Full Board Rate

Child #1:

Child #2:

Child #3:

Child #4:

Child #5:

Child #6:

Child #7:

Child #8:

Subtotal:

Board Rate Subtotal — SON Subtotal =

The relative caregivers would get $ more by becoming licensed.

Prepared by (Licensing Worker):

Date:
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State of lllinois
DEPARTMENT OF CHLDREN AND FAMILY SERVICES

Request to Transfer Licensing Responsibility for HMR Home

To: HMR Coordinator
Re:

Caregivers

Address:

(City) (Zip Code)

Q The caregivers have indicated on the CFS 578-1, Confirmation of Interest, that they are
interested in getting licensed.

O The caregivers have indicated on the CFS 578-1, Confirmation of Interest, that they are
not interested in getting licensed.

Please remove responsibility for licensing work from this DCFS region or POS agency because
all of this region’s or agency'’s children have moved out of this home.

Submitted by:

(Licensing Representative Signature) (Date)

To be completed by the HMR Coordinator:

To:

Region or Agency:

O The request to transfer responsibility for licensing activities has been granted.

O The request to transfer responsibility for licensing activities has been denied. Licensing
responsibility will remain with your region/agency.

because the data system does not confirm that all of your region’s or agency’s
children have been removed from the home; or

there are no longer any children in the home, but the caregivers have indicated
an interest in becoming licensed. Therefore, your region/agency will continue to
be responsible for carrying out licensing activities, although the home will no
longer be tracked as an HMR home.

(HMR Coordinator Signature) (Date)
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State of lllinois
DEPARTMENT OF CHILDREN AND FAMILY SERVICES

HMR LICENSING AND PERMANENCY INITIATIVE

Comparison: Standard of Need vs. Foster Care Board Rate

GROUP | COUNTIES

Boone, Champaign, Cook (including City of Chicago), DeKalb, DuPage, Kane, Kankakee, Kendall, Lake, McHenry, Ogle,

Whiteside, Winnebago, & Woodford

STANDARD OF NEED

FULL BOARD RATE

Children Payment Age of Child Payment

1 child $292 0-11 mo. $360.80

2 children ($288 each) 2 x $288 = $576 1-4yrs. $369.01

3 children ($238 each) 3 x$238 =$714 5-8yrs. $384.38

4 children ($229 each) 4 x $229 = $916 9-11yrs. $410.00

5 children ($217 each) 5 x $217 = $1,085 12 yrs. & up $444.85
6 children ($194 each) 6 x $194 = $1,164
7 children ($179 each) 7 x $179 = $1,253
8 children ($168 each) 8 x $168 = $1,344

GROUP Il COUNTIES

Adams, Bureau, Carroll, Clinton, Coles, DeWitt, Douglas, Effingham, Ford, Fulton, Grundy, Henry, Iroquois, Jackson, Jo

Daviess, Knox, LaSalle, Lee, Livingston, Logan, Macon, Macoupin, Madison, McDonough, McLean, Mercer, Monroe,
Morgan, Moultrie, Peoria, Piatt, Putnam, Rock Island, Sangamon, St. Clair, Stephenson, Tazewell, Vermillion, Wabash,

Warren, & Will
STANDARD OF NEED FULL BOARD RATE
Children Payment Age of Child Payment
1 child $278 0-11 mo. $360.80
2 children ($278 each) 2 x $278 = $556 1-4yrs. $369.01
3 children ($231 each) 3 x $231 = $693 5-8yrs. $384.38
4 children ($223 each) 4 x $223 = $892 9-11yrs. $410.00
5 children ($211 each) 5 x $211 = $1,055 12 yrs. & up $444.85
6 children ($190 each) 6 x $190 = $1,140
7 children ($174 each) 7 x$174 = $1,218
8 children ($164 each) 8 x $164 = $1,312

- over -
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GROUP Il COUNTIES

Alexander, Bond, Brown, Calhoun, Cass, Christian, Clark, Clay, Crawford, Cumberland, Edgar, Edwards, Fayette,
Franklin, Gallatin, Greene, Hamilton, Hancock, Hardin, Henderson, Jasper, Jefferson, Jersey, Johnson, Lawrence,
Marion, Marshall, Mason, Massac, Menard, Montgomery, Perry, Pike, Pope, Pulaski, Randolph, Richland, Saline,

Schuyler, Scott, Shelby, Stark, Union, Washington, Wayne, White, Williamson

STANDARD OF NEED FULL BOARD RATE

Children Payment Per Child Age of Child Payment

1 child $270 0-11 mo. $360.80

2 children ($270 each) 2 x $270 = $540 1-4yrs. $369.01

3 children ($227 each) 3 x $227= $681 5-8yrs. $384.38

4 children ($216 each) 4 x $216= $864 9-11yrs. $410.00

5 children ($206 each) 5 x $206 = $1,030 12 yrs. & up $444.85
6 children ($185 each) 6 x $185 = $1,110
7 children ($169 each) 7 x$169 = $1,183
8 children ($159 each) 8 x $159 = $1,272
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State of lllinois
DEPARTMENT OF CHILDREN AND FAMILY SERVICES

RATIONALE FOR NOT SUBMITTING A LICENSE RENEWAL APPLICATION

Licensee:
Licensee:
Address:
(City) (Zip Code)
Provider ID #:
Licensing representative met with me/us on this date and

explained the need to document the reasons why l/we did not submit an application to renew my/our
foster home license.

Training Requirements Medicals
Background Checks Physical Plant Issues
State Regulatory Oversight

I/we have adopted/will adopt the related child(ren) placed with us on

(date).
I/we have become/will become the guardian of the related child(ren) placed
with us on (date).
Other (please specify)
(Caregiver Signature) (Date) (SSN)
(Caregiver Signature) (Date) (SSN)

Submitted by:

(Licensing Worker Signature) (Date)

Directions to Licensing Worker: Fax completed form to HMR Coordinator at 217/782-6446.
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State of lllinois
DEPARTMENT OF CHILDREN AND FAMILY SERVICES

REASON FOR EXPIRED RENEWAL APPLICATION

Licensee:
Licensee:
Address:
(City) (Zip Code)
Provider ID #:
Licensing representative met with me/us on this date and

explained the need to document the reasons why my/our renewal application expired and my/our home is
now unlicensed.

Training Requirements Medicals
Background Checks Physical Plant Issues
State Regulatory Oversight

I/we have adopted/will adopt the related child(ren) placed with us on

(date).
I/we have become/will become the guardian of the related child(ren) placed
with us on (date).
Other (please specify)
(Caregiver Signature) (Date) (SSN)
(Caregiver Signature) (Date) (SSN)

Submitted by:

(Licensing Worker Signature) (Date)

Directions to Licensing Worker: Fax completed form to HMR Coordinator at 217/782-6446.
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